DEPARTMENT OF THE NAVY
OFFICE OF THE SECRETARY
WASHINGTON. D. C 20350

SECNAVINST 12720.1A

%?N&gpch 1981

SECNAV_INSTRUCTION 12720.1A

From: Secretary of the Navy

Subj: Department of the Navy Federal Equal Opportunity Recruitment Program
(DON FEORP)

Ref: (a) 5 USC 7201
(b) 5 CFR Part 720
(c) FPM Ltr 720-2 of 19 Sep 79
(d) FPM Ltr 720-4 of 15 Jan 80
) FPM Ltr 720-6 of 22 Sep 80
(f) FPM Bulletin 720-7 of 25 Aug 80
) FPM Ltr 300-25 of 29 Dec 78 (UGESP)

Encl: (1) Sample Format for Applicant Flow Data
1. Purpose: To implement the FEORP within the Department of Navy (DON).
2. Cancellation: SECNAV 12720.1

3. Discussion: References (a) through (f) require that each executive agency
and its components conduct a continuing program for the recruitment of women
and minorities designed to eliminate minority and female underrepresentation

in federal civilian employment. Formal recruitment plans and expanded outreach
to minorities and females, interest groups, and institutions are general pro-
gram components to ensure the ongoing identification and utilization of
innovative recruitment approaches. The ultimate objective of the FEORP is to
create and maintain a federal work force reflective of the nation's race, sex
and ethnic diversity. Consequently, the program becomes an integral part of
the DON equal employment opportunity (EEO) affirmative action program plan
(AAPP) objectives as required by Title VII of the Civil Rights Act of 1964,

as amended. The FEORP is a recruitment rather than a selection program.
"Recruitment” includes both internal and external actions which Tocate,
identify and assist in the employment of qualified applicants, and it also
covers such placement activities as promotions, reassignments, upward mobility,
etc. Affirmative employment requirements applicable to selection processes
will be developed under DON policies and the Uniform Guidelines on Employee
Selection Procedures (UGESP) promulgated by reference (g).

4. Policy. The DON is committed to a program to achieve full integration of
its civilian work force and to the attainment of equal employment opportunity
for all employees and applicants both appropriated and non-appropriated fund
and at all levels, including the Senior Executive Service (SES).
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5. FEORP Program Components. Necessary elements of operational FEQRP
include:

a. Identification of workforce underrepresentation: The Department

of the Navy EEO Accountability System (DONEAS) reports on computations of
underrepresentation will be provided to all act1v1t1es and levels of command

with 2NN Av mAawra annwrAanns finmd (ACY -~ 111‘]

Wiln <cuu OF more applupv‘xatv’:‘d fund (AF) civilian c:upluyt:c: NOnN appropr iated
fund (NAF) underrepresentation will be computed using the guidance in
reference (c) and subsequent Office of Personnel Management (OPM) and Equal
Employment Opportunity Commission (EEOC) publications.

b. Establishment of priorities: SECNAV will set priorities for the
Department in the annual affirmative action program plan (AAPP) guidance.
The Chief of Naval Operations (CNO) and the Commandant of the Marine Corps
(CMC) may provide additional emphasis.

c¢. Identification of recruitment barriers, sources and strategies:
Each level of Command will identify recruitment barriers and will develop
specific, special sources and strategies to recruit qualified minorities
and women.

d. A process to track internal applicants: Servicing personnel
offices will record each personnel action by race, ethnicity and sex
(includes both AF and NAF). See enclosure (1) for sample format.

e. A process to track external applicants: Servicing personnel
offices will record each recruitment action by race, ethnicity and sex
(includes both AF and NAF). See enclosure (1) for sample format.

f. A process to analyze employment decisions and selection procedures:

To measure effect1veness of FEORP, and to identify adverse impact as defined

by reference (g), analysis of the data generated Dy items =d and 5e will be
accomplished.

g. A system to record information upon which the FECRP may be re-
viewed and evaluated.

h. Evaluation: The evaluation of DON FEORP is the responsibility of
the Deputy Assistant Secretary of the Navy (Equal Opportunity) (DASN (EQ)).
6. Assignment of Responsibilities

a. The Deputy Assistant Secretary of the Navy (Equa] Opportun1ty)
(DASN (EQ)) is responsible for policy development and evaluation of the
OON FEORP. SECNAV reporting requirements are to be developed centrally,
using the Department of Navy EEO Accountability System (DONEAS).

b. The Chief of Naval Operation (CNO) and the Commandant of the
Marine Corps (CMC) are responsible for the development and 1mp1ementat1on
of plans and programs in support of the policy established by this
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instruction and the requirements of references (a) through (g), and shall:

(1) Provide additional reporting requ1rements of sufficient scope
to assess, at ieast annuaily, the éffECETVéﬁESS of program effort to reauce
minority and female underrepresentation in the civilian work force and
report of the personnel and fiscal resources devoted to FEORP efforts.
(2) Responsible officials include: (A
(a) The Head of the Activity is responsibie for designating
the lead responsibie official wno will coordinate the FEORP efforts; ensuring
that sufficient resources are provided; and establishing performance criteria
to ensure acgolntab111fv for results.

(b) Deputy EEOQ Officer will ‘dentify AAPP objectives; serve as

a staff resource to identify organizational barriers to equal opportunity
and develop strategies to overcome them; and to monitor the overall accom-
plishment of the targeted recruitment efforts

(c) Civilian Personnel Officer is responsible to ensure the
identification of staffing methods and options to counter barriers identi-
fied; and to serve as technical support in implementing the FEORP. Because
the key actions of the FEORP are personneT actions, the roles of the

L

personnei management speciaisits are key to an effective program.

(d) Budget Officer will provide fiscal projections; end-
strengths; availability of immediate and long range budget assistance to
implement objectives.

(e} Pubiic Affairs Officer wilil focus media services based
itment objectives; and use internal publicity for communication
atinn

(f) Special Emphasis Program Managers (Hispanic Employment
Program Managers, Federal Women's Program Managers and Upward Mobility
Program Coordinators) w111 1dent1fy barr1ers to equal opportun1ty, and

4 - a.- ~

tor results of

(g) Supervisor/Managers will accomplish organizational actions

consistent with the FEORP p1an consu]t with personne] to assure that
1 from which selections
as of consideration and

are made; and when necessary expand the uiniuum are C and
avtond +hn rlncina Aa+ta nf +ho varancy annniincoamant
CTALTIHIU wHc \..IU.)IIIS ua Lo v vile Vubullb] LUilHIvuiIlivGinecitu e

(h) Recruiters will use EEO Specialists and technical managers
to assist in identifying appropriate resources and recruitment sources to
locate minority and female candidates and provide feedback on administrative
and other barriers that reduce recruitment effectiveness.
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(3) Ensure that officials to whom DON FEORP responsibility is

delegated are evaluated on their effectiveness in carrying out their

respons1b111t1es

7. Action
~ CAN AanA PMP 103171 Ancriva +ha Tcectianan A€ mAamAccam: M AAamaAan ae
a. LIWW aliu Uilib will Ciiduic LT jsosuaiivt Uil JfieLesosary SUIUGH\_C dllU
procedures to implement and maintain a DON FEQRP for all compenents under
their congnizance within 120 days

b. Forms containing the information on enclosure (1) will be
ai

maintained by servicing personnel offices and will be availablie for review
by nigher echeions after December 1982.

c. Annual FEORP plans are to be submitted through the chain of command.
The FEORP plan for non-appropriated fund employees (NAF) will be an appendix
to the plan for appropriated fund (AF) employees.

8. Report and Form

a. Symbol QOPNAV 12720-1has been assigned to the requirement contained
in paragraph 7. This report format is approved for two years from the date
of this instruction only.

b. Form OPNAV 12720/7 is a sample form only and local variations are
P B O T [ R 1 - A1 b b~ -... .-u._-.&-n... ~m thAa mfmmenTlA LA T~ AsecrmnTaiind
ajlluwapie, }J’UVIU nyg aitil e jrmmurmacion on e satipic 10ri 1> uilspiaycu,

( |'-’U"'V AR 7 g
RO t J. Murr
tary -

Distribution: (3 copies each unless otherwise indicated)
SNDL A (Navy Department ) (1ess A6)
83 (Co’.’xegc & UlllVC!)lL_y}
21A (Fleet Commanders in Chief)
23 (Force Commanders)
24 (Type Commanders) (less 24J)
26F2 (Operationa] Test and Evaluation Force Command and
Detachment PAC)
26H2 (F1ee$ Training Group PAC) {San Diego and Pearl Harbor,
nnlv
L
26L1 (Po]aris Material Office LANT)
26N1 (Headquarters Support Activity LANT)
26Q (Nuclear Weapons Training Group)
2651 (Mobile Technical Unit LANT) (MOTUS 2, 10 and 12 only)
2652 {(Mobile Technical Unit PAC) (MOTU 5 only)
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Distribution: (con't)
26U (Surface Technical Unit PAC) (Charieston, only,
261 (Shore Intermediate Maintenance Activity) (less Pearl Harbor)
2644 (Fleet Area Control and Surveillance Facility)
26LL2 (Fleet Data Processing Service Center, PAC)
26QQ2 (Special Warfare Group and Unit PAC) (COMNAVSPECWARGRU, only)
26RR (Fleet Audio-Visual Command)
26DDD (Fleet Combat Systems Training Unit)
276G (Support Force)
28¢C?2 (Surface Group and Force Rep PAC) (COMNAVSURFGRU MIDPAC, only)
398 (Construction Battalions)
391 (Construction Battalion Maintenance Unit)
408 (Control of Shipping Officer) (Bahrain, only)
41A (Commander, MSC)
418 (Area Commanders, MSC)
41C (S ib-Area Cummu?ders, MSC)
41D (Offices, MSC) (United Kingdom, Honolulu, Pusan, Alaska,
Seattle, Long Beach, Norfo]k Port Canaveral and Phillipines,
only)
42A (Fleet Air Commands)
42B1 (Functional Wing Commander LANT) (less COMSEABASEDASWWINGSLANT)
4282 (Functional Wing Commander PAC) (less COMLATWINGPAC ISAT)
42D (Fleet Aviation Specialized Operational Training Group)
42P1 (Patrol Wing and Squadron LANT (VP)) (Patrol Wing 11, only)

SNDL PART II (Nava] Shore Activities) (less A, B, C7, FP1, FT31 and V)
FPi (Naval Civiiian Personnei Command) (100)
FT31 (Naval Training Center) (7}
MARCORPS L27 (Mar1nn Corns) (260 to Code HOSP-3)
ORPS L 27 Marine Corps) (260 to Code HQSP-3)
Copy to
SNDL B1 (Secretary of Defense) (SECDEF M, RA & L, only)
B5 (U.S. Coast Guard) (COMDT COGARD, only)
50A (Unified Commands) (CINCPAC and CINCLANT, only)
On<-14D2 () S/HCPO (2)
V=T iTvl (V) STl &y
Stocked:
NAVPUBFORMCEN
58071 Tabor Avenue
[9 SN BN nn ITNTON I NaYal!
rriia., FA 1¥iZU (1UU)
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Servicing Civilian Personnel Office

Activity
uIC

SAMPLE FORMAT

(SECNAVINST 12720.1A)

APPLICANT FLOW CHART

Occupational Title
/Grade or Tevel

Permanent full time &

Series

SECNAVINST 12720.1A
L B MAP 19y:

Source of

Part time

Estimated resources involved in this action: personnel o

fiscal o

R/N/S Category u Total TneTigible QuaTified Highly
pplicants on Experience Qualified

Applicants:
O 3 Activity only

i DON only
(|
I_1 Other:

A1l sources

" TCertified Selected
to Selecting

Official

Black Male

Hispanic Male

Other Male **

White Male ***

Black Female

Hispanic Female

Other Female

White Female |

Total

*“staff hours" by category of employee (i.e.
**"Other" includes all other categories de

***White males included to complete the data

This is a sample report format.

displayed.

The report to be accomplished and retained on file.

option,

Local variations are allowable providing all the information on the sample form is

staffing specialist, manager/supervisor, recruiter,
signated by federal minority census Directive #15

EEO Officials, etc.)

Adverse impact per UGESP can be added to the report as a local

Enclosure (1)




